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'Itic words on this list tire used In this booklet. Please review the terms and learn tlic definitions, 'l l 
words as used in tlie text may not be the form of ihc word with which you are familiar. 

Words/Tcrms 

1. Aneufoial In the form of a short narrative statement about tin incident or beliavior usutil 

obseo'cr 

2. /\ppliauiO)i A use to which something is put 

3. /\pprof)rUito Fitting or espcchilly suitable 

A. Assoss To determine the ImpoiTanee, size or \alue of something 

5. A//ifi/c/e A feeling, emotion, posture and subsequent behavior toward a fact, state or situatitj 

6. Cenijy To confirm or inform with certainty In a formal way to someone else; some set of fa 

7. Conjirmatiou The suppon of an idea or conclusion through evidence 

8. ConjuHClion The slate of being Joined together 

9. Consensus A judgement arrived at or agreed to by a group 

10. Conilnually Occurring indeftnltely 

1 1. livnluation ’fhe process of determining the value of an oblect, program, or effort 

12. lixplicii Clear and publicly stated 
13- Itwaluahlc of great wonh 

14. huemedon Mutual influence or discussion 

15. legitimacy Acceptablliq' within general rules and standards 

16. LimUenion A re.srrlctlon or boundary 

17. Negative construction Using the words Ato/ or /Vet-er in sentences 

18. Norms Fxpecied, average behavior 

19. Performance The execution of action or activity in accord with fulfilling some expected rc< 

20. Petiodically Occurring over time at expected Intervals 

21 . Performance Achieoemeni Testing The type of assessment that focu.scs on what a learner acii 

do as well as Itow well hc/she can do it. 

22. Plausible Appearing worthy of belief 
23- Presetibe To lay down a rule 

24. Prespecified laid out or indicated in detail or explicitly as a rule before an activity occurs 

25. Orientation The u.sual general or lasting direction of thought or position 

26. Representative Serving as typical example 

27. Scenario An outline or account of a proposed course of action or events 

28. Self-Reporting Answering for one’s self 

29. Specification A detailed or explicitly stated expectation 

30. Testino The nrocess of rollectlm? data or information on a .<«imnle of behavior or nerformar 


What Is The Series AI-)out? 

lelated subjects instruction is an essential part of cver>' 
irenticeship program. It is the program component 
)ugli which apprentices arc taught the background 
:)r)' and range of application of asscx.'inted technical 
jects such as matliemaiics, science and safety'. Related 
ruction usually takes place in a classroom, alter the 
Lilar work is over. Most freciuently, related instruction Is 
7ht by a skilled tradesperson or cmftworkcr. For the 
lesperson or craftworker to be an effective trainer, he or 
must not only know their trade skills, l)ut also they 
St use teaching skills appropriate for conveying that 
trmaiion to apprentices. 'Ihl.s series of materials is written 
rain related subjects instructors in the critical teaching 
is necessary to perform tlieir jol^s effectively. The titles 
he booklets in the scries arc: 

1 . lutroductlon to Related Subjects Instruction and In- 
Sewlce Training Material 

2. Planning the Appreniicesbip Program 

3. Planning Related Subjects Instruction 

A. Developing Instructional Materials for Afyprenticvs 

5. Presenting Information to Aiyprcnlices 

6. Directing Learning Activities for Instruction 

7. Providing for Individual Learner Needs 

8. Controlling Instructional Settings 

9. Hvalualing Apprentice Performance 
). Communicating with /yjprentices 

lie first booklet introduces the series, describes the con- 
i of each booklet, and provides an overview of appren- 
ship and of adult learners. Tlie second booklet describes 
V to plan an apprenticeship program and may be used 
elated instructors, sponsors or service agencies. Fach of 
other eight booklets deals with a set of training skills 

jn(\ hv n nntml r»f pvnprte; {itmr/anric’PQhif^ fn Wf» rririr-al 


judgment— or evaluation— wc make decisions and 
action. 

Asa related instructor, you mii.st ev'aluate apprentice 
formance. You must determine if apprentices are Icat 
the nece.s.saiy skills, attitudes and knowledges to wo 
competent journeyworkers. Further, you must report i( 
prognim .sponsor apprentice progress in mastering 
content. To perform ciTcctively iii these ta.sks, ycui miis 
a variety of .skills as.stx laied with developing and using 
and test results. This booklet provides Instruction in fo 
the most impoiiant skills Involved witli evaluating apj 
lice performance: 

1. Assess Apprentice Knowledge and .Skills 

2. Devisc/Use In.strumcnis to Assess Work Aititudci 
Traits 

3. DI.SCUSS Individual Hv-aluaiion Results with Appren 

'I. Develop In.sirumeniation to Certify Skills Upon C 

picilon of Course 


What Must 1 Do To Complete 
My Work In This Booklet? 

Working your way through this booklet will rcciuirc 
to read the text, to answer the questions, to perfonr 
exercises, and to complete the pre- and post as.scssi 
lastrunienls. Expect to spend about five hours wor 
througit the materials. Tlie only resources you nee 
complete your work in this booklet are: ( 1 ) a copy o 
b(K)k!ei; (2) a pencil or pen; (3) about two hours of t 
and (4) recollection of past related instruction experlei 
Tlte materials arc witten in a self-instructional, prog 
med format. You may work through the text, examples 
questions at your own pace and leisure; you need 
complete your work in the booklet at one sitting. 


Your activities in working througli this booklet will In- 
hide, in order, the following things: 

• Complete the self-assessment; 

• Read and consider in detail the introduction and 
objectives for each skill; 

• Read and study the text, examples and illustrations 
provided for each skill; 

• Complete the self-test exercise for cliapter and com- 
pare your answers with those provided in the appen- 
dix; 

• If you complete the exercise as directed coniftuic 
your work in the booklet; if you fail to answer the 
(lucstions correctly, repeat your work in the chapter 
under consideration; and 

• At the conclusion of the booklet, complete the post- 
test for the unit. Check your answers against those 
provided. If you exceed the criteria, continue your 
work in the nest booklet. If you fail to demonstrate 
jiiastery, repeat portlon,s of this booklet as needed. 


mance. Read cacli competency statement listed in I- 
and assess your level of knowledge aliout and your 1 
skill in performing tliat task. Knowledge tncans wl 
know about the SLil:>ject wliiic skill means your expe 
in successrully [performing the ta.sk. Circle the nurnl: 
best describes your level of knowledge and skill. C 
lencles where your ratings arc poor or fair arc tlio 
you should concentrate on. I’ay particular attention 
chapter; whicli deal with tliose competencies. 


in Book 

Competencies 


Poor 

Hair 

Good 

2. Skill: Assess 

1. Distinguish between different i>pes of 

Knowledge 

1 

2 

3 

apprentice 

tests (knowledge stimulation, and 

Skill 

I 

2 

3 

knowledge and 

sample) based on setting and purpose 





skill 






2. Construct tests of the work sjimple, 

ICnowledge 

1 

2 

3 


knowledge and simulation tyi)es 

Skill 

1 

2 
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3. Construct multiple choice test Items 

Knowledge 

1 

2 

3 



Skill 

1 

2 
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A. Construct short answer test items 

Knowledge 

1 

2 

3 



Skill 

1 

2 
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5. Critique and correct test Items 

Knowledge 

1 

2 

3 



Skill 

1 

2 
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6. Construct checklists 

Knowledge 

1 

2 

3 



Skill 

1 

2 

3 

3. Skill; Devise and 






use instruments 

7. Identify important work-related 

Knowledge 

1 

2 

3 

to assess work 

attitudes 

Skill 

1 

2 

3 

attitudes 
and values 

8. Construct and use rating scales 

Knowledge 

Skill 

1 

1 

2 

2 

3 
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9. Construct and use anecdotal records 

Knowledge 

1 

2 

3 



Skill 

1 

2 

3 

A. Skill: Discuss 

10. Identify functions of discussing test 

Knowledge 

1 

2 

3 

individual 

results 

Skill 

1 

2 

3 

evaluation results 

11. Explain and use procedures for 

Knowledge 

1 

2 

3 

with apprentices 

discussing Individual ewiimtion results 

Skill 

1 

1 

3 

5. Skill: Develop 

12. Develop Individual performance 

Knowledge 

1 

2 

3 

Instrumentation 

records 

Skill 

1 

2 

3 

to cenlfy and 
report skills 

13 Develop group or long-term 

Knowledge 

1 

2 

3 

performance record 

Skill 
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2 

3 

uj 1 

completion of 

14. Develop individual time records 

Knowledge 

CI/IM 

1 

1 

2 

0 

3 
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Introduction And Objectives 

■valuaiing apprentice skills and knowledges is an cssen- 
and jnescajDable cintv' of all related subjects instructors. 
Ibrtiinaicly, few teachers of adults, including many related 
dies instructors, ha\ e liad formal training in tasks assocl- 
d with testing. Instead, evaluation skills have been learned 
ough trial and-error. Asa result, testing Kio often empha- 
L's less imponant information or generates information 
t may be of little use to you as an instructor, 
rhe purpose of these materials is to ensure that you arc 
■ entrapped by these shon comings. Working through 
sc materials will sharpen your evaluation skills and 
wiedges so that you and the apprentices you train hone 
from the time and effott you jointly invest in assessing 
rning and performance during related instruction. VCIicn 
I have completed your work in this unit of materials you 
I demonstrate your competence in cvtiluattng trainee 
awleclgc and skills by being able to; 

I. Distinguish between types of tests useful for assessing 
knowledge and skills; 

I Critique sample test items; and 
y State the rules for constructing various qpes of tc.si 
items. 


Why, What And Wlien 'I’o 'I’est 

Die type of testing with which you must lie concerned Is 
ned “Performance Achievement Testing" or "PAT’ in 
> set of materials. It is weil suitcd to related subjects 
iruction because it is action-oriented and uses ob-scrviible 
lavior to a.s.sess learning. 

rhere are three major types of performance achlev’emeni 


Work Sample 

Tlic work sample test is the type of performance ach 
ment ic.st witli the highest degree of realism. Use 
measure direct application of knowledge tincl skills oi 
job. l.'.sually a work sample test the sample test rec] 
apprentices to demonstrate learning outcomes on tin 
by evaluating work procedures and products (Mi a sai 
set of tasks, 'ibc .sampled tasks must include the most 
c-al elements of the skills and knowledges that have I 
taught. Also they must be representative of the total r 
of po.ssiblc performance outcomes. To insure that you 
selected the most critical learning outcomes to test, us 
you and the journeyman .supeivisor should analyze th 
and reach consensus al^out tlie importance of required i 
skills and knowledges. To Insure that the apprentice i 
tested understands the expectations of the |x*rfovm 
.situation, you should write out the lest directions. Inc 
infortnaiion about the seciuence c^f work activities tine 
ic.st directions .such as how to record an.swcrs, how sc( 
will be accontplished. ilie value of ciilTereni answers 
time limits for cenain (\ucstions tincl ttisks. 

Frequently a work sample test will involve .several 
.stations and man)’ apprentices. In such instances, 
apprentice works alone at ti single work station, perfon 
required tasks wliile other apprentices work indivkiua 
other work .stations. Time llmit.s arc placed on activ 
eacliw'ork station. Wlien time expires, the apprentices i 
on to another station. Learning outcomes for eacli api 
lice are te.sicd at each work .station. ’Ihe activit)' at 
work station .should be independent of work su any < 
work .station. Usually, l^ecausc of the number of a|)prer 
and wirk stations, assessment will include use of died 
rating .sc'tiles and written learner an.swcr sheets. A cliff 
test answer slieet is usually nece.ssary for each work st; 


rk sample, tlie apprentice merely applies the skills or 
wiedges to a described situation. Tlic sitiuition can be 
senicd as a role play, as praetice or us witten description. 
?ach insianec, you as an instructor present the apprentice 
li a life-like situation(s) in which he or she must manipu- 
? job related skills and knowledges to solve a work 
iblem or perform a work task. 

btamples of simulation t>'pc tests include written tests 
t require the apprentice to imagine himself/herself as a 
rneyman in a work setting and to respond appropriately 
a series of situations. For example, a pciro chcmical 
intenanee apprentice could be presented with a scenario 
cvhich an electronic recording or regulating Instrument 
s. The apprentice could be asked to describe, one step at 
me and in order, how he or she would diagnose the 
lipmcnt problem. In addition, once the problem w'as 
gnosed, the tipprentice could be asked how to correct 
difficulty. ’Fhe apprentice could be required to describe 
evidence thtit he or she would accept as confirmation of 
tain difficulties causing the ijrobicins and the evidence 
t he or she would require to Ijelieve that the problem 
5 corrected. 

Knowledge 

lie knowledge type of j^erformance achievement test 
two forins: iclentificaiion and recall. Tlie identification 
2 of test involves providing the apprentice with back- 
und information either as a ciuestion or in a situation 
1 reejuires the apprentice to identify tlie procedure or 
I necessary to deal with the situation. If the te.st rcc|ulres 
ntification of tools or tool parts, you should require also 
I the specific function of the tool or part be noted, 
he traditional tests given in most educational settings 
the rec-nll type test. ’Hiese paper and (Dcncil tests require 
ners to recognize, recall and distinguish between the 
)wledge learned in a unit of in.struciion in order to 


why he or .she chose each device in each situation. 

Testing must take place at appropriate inier\'als thn 
out the related subjects instructional process. To be 
useful, it .should be a standard activity' tliat occurs 
completing a unit of instruction. At a minimum, you 
assess acquired knowledge and skills in time for the 
odic review of each apprentice by tlie progmm spons 

The decisions you must take in order to eva 
acquired knowledge and skills include (a) clcterm 
what kind of test to give, (work .sample, simulniit 
know'ledge): (b) tlie type of test you want to u.se 
(c) the content of the .specific test item. For purpoj 
related subjects In.striictlon, three types t)f test item 
recommended: (1) multiple choice, (2) .short answc 
(3) citccklists. llic uscfulnc.ss of the times for the clifi 
types of tests N'arics. Multiple choice and short an.swer 
are mseful on both types of simulation and knowledge 
Cliecklists may be used only with simulation-work si 
and knowledge identification typc.s of tests. Checklist: 
not be used with knowledge-recall or .simulatlon-siii 
type IC.SIS. 

How ro Construct And Use A Test 
To Assess Apprentice Knowledge 
And Skill 

Given the necessity' of cwlualing apprentice Icai 
spend your a.s.sc.s.sment time as productively as pos 
Use the Following suggc.sted steps to insure a good r 
on your time investment. 

Step !: Select Test Type and Timing 

Review your Plan for Instruction noting tlie perforn 
objectives for the unit of matei iais and tlie suggested 
for tc.siing. Decide wlien in the instructional cycle y'ou 
to lest trainees. As you review the performance obje 


. Avoid using ambiguous statements in any of the test 
maicriaf; 

. Avoid using vocahular)' that is difficult or unrelated to 
the desired learning outcome, 

. Avoid using unclear directions, 

. Avoid using complicated synuix or sentences; and 
. Avoid providing unintended clues to the correct or 
best ans’wer. 

liiple cholce items 

lultiple choice items offer great flexibility for assessing 
jpes of performance outcomes because you as Instructor 
trol tile background information, the alieniatlve answers, 
the level of performance the apprentice must demon- 
te to answer the question correctly, 
multiple-choice item is made up of cwo parts The first 
is called the stem. Tlie stem Is written as a question or 
seniation. It provides the background information for 
test item as well as the specification of tite type of 
ration the apprentice must use to answer the item 
•ecily. Tiie second pan of tlie item is the set of alter 
ve an.sw'ers, one of which is either the correct answer or 
best answer for the problem pre.scnted. The otlier 
rnative answers are called disiractors. In tltc following 
mpie, the stem and the alternatives arc identified. 

n. Wliich of the following type.s of non-verbal com 
municaiion usually conveys tlte most information? 

rnalives: 
voice tone 
eye contact 
, hand ge.slurcs 
. posture 

he major advantages of multiple choice items are flexl- 
[y and scoring ease, Tlie major disadvantagc.s are the 
)unt of time it takes to write good questions and the fact 


stem snovuo nc viuoerstooa wiinoui looKuig 
alternatives. 

Fjtampic: 

Poor stem. While evciyone processc.s Inforn 
mentally at a different rate, wluit i.s tlie <\\ 
number of words per minute most pcc^pl 
prtxress? 

Belter stem. About how many words per ir 
can tlie avcnige person’s mind proce.ss? 

3. Construct four C4) or five (5) alternative ans\v< 
each .stem. Be sure that only one alternative isc 
or repre.scnts the best possible answer. 

4- VC-lien possil?le avoid negatively stated items, 
in stems or alternatives. If negative construct 
used, cmpliasizc the negative construction l)y i 
lining or capital iztulon. 

Ii<amplc: 

Poor construction-. Wlilcli of tlie followin 
liaviors Is not a bad listening liabit? 

Better construction-. Wlilcli of tlie followir 
haviors is not-,\ bad listening habit? 

5. Write each alternative .so that it is graminai 
consistent witli the item’s stem. Also, tty to 
each alternative approximately the same length 
other alternatives. 

Example: 

Poor construction-. Wlien offering fccdliac 
speaker tifter receiving a communicatior 
should: 

a. dc.scrlbe wliat you saw and think you 
so you deal with the facts 

b. fcKus on behavior and Individual perse 

c. focus on judgement and evaluation 


other items or so ihiit nil items tlint depend upon the 
snme bncki»round information ttre identified cleariy 
in the directions. 

8. Unless important, avoid using choices of "all of the 
above” and "one oftlie above" since both contribute 
CO guessing or can be used as clues. 

9. Make all alternative an.swer.s plausible and avoid clues 
tliat may permit elimination of incorrect answers or 
guessing of tlic correct an.swer. Kxerclse care so that 
you avoid (a) using key words in the stem and alter 
natives: (1)) stating the best or correct aaswer in 
formal or lexibooklike language; (c) stating the best 
or correct an.swer in greater detail; and (d) using 
two responses with the same meataing. 

10. Improve alternatives by (a) suiting each In the lan- 
guage of the learner; (b) using cominon mlsconccp 
tions or errors; and (c) making each alternative simi 
lar In wording, lengiii, emphasis and kind. 

You may use muliiplo-clioice itcm.s for both simulation 
nd knowledgc type tests. Tliey can bo written to assess 
lOih knowledge of sul^ject.s and application of Information 
0 realistic situations, flach of the examples displayed In 
'igure 2 demonstrates use of a multiple-choice question to 
s.se.ss a skill or knowledge on a different type of related 
ubjeets Instruction lest. Note that some items are simply 
:nowledge-recall while other ltem.s require the learner to 
pply information to an.swer the question correctly. 

hart answer items 

Short-an.swer items can be used for the same purposes as 
nililplc-choice items. Tlicy are somewhat easier to con- 
iruct, bvit more cUlhcuk to score because of partially correct 
n.sv^'crs, penmanship and obtuse rcsponse.s. However, they 
re as useful as multiple-choice items. Tests frecjuently will 
tel tide Items of each type. 

t.t I c. I 


Knowledge- Recall 1. A fulcrum is a(n) 

a. lifting machine 
!:>. pivot point on a 

c. unit ofaccclcmt 

d. inclined plane 

Knowledge-Idcniiflcation 2. The tool ilUistraiet 

a. hacksaw 

b. compa.ss saw 

c. bandsaw 

d. rlp.saw 

Simulation-Situation * Using the followin 

drawing solve eaci 
problem l)clow. SI 
all work on back c 
sheet, 



3. The total .surface n 
above ground of t! 
figure in .square fe 
approximately: 

a. 692 square feet 

b. 642 .scjuare feet 

r- 1')') cnii'>i*<^ Crtnl 


4. Relate t|uesiion.s clearly to prescribed lettrning out- 
cotnes. 

5. Prescribe the lengtli of time that is available for con- 
structing the answer and do not permit a choice of 
questions. 

Scoring short ans-^’er tests is both nicire time consuming 
d more difficult than scoring multipic-clioice questions- 
) siinplily tills task, construct a model answer to use as a 
lide before giving the test. Be sure to con.slder how you 
II grade answers that are "clase" or panially correct. 

/Vs you grade the papers, mark the same answer on each 
prentice’s paper rather than marking all an.swers on any 
le paper at one time. 'Hiis will insure more eonsisiency in 
iding cacii question for all apprentices. The techniques 
io will help you to keep grading time to a niinuimini and 
insure that you treat all apprentices eciually. 

wcklisfs 

Checklists arc useful for evaluating work setting-slmula- 
ms and work stimples. Focused specifically on procedures 
her than products, chccklist.s direct an observer’s alien- 
in to critical aspects of performance such as necessary' 
ills and knowledges, lliey offer the observer a yes/no 
ernative for deciding whether the .specified a.spect of 
rformance in question was displayed. Tlic obscrv'cr nrtcs 
: occurrence of the desired performance at the appropri- 
; spot on the checklist as the apprentice works. You score 
liecklist by summing tlic number of checks and conipar- 
j the sum, a.s well as the specific items checked, against 
; performance criteria. 

Tlie limitations of the checklist include: (1) it falls to 
iicate how well or thoroughly the aspect of performance 
IS enacted; (2) it issubieci to the Individual iudgcnicni of 
ch observer; and (3) it is limited to skills and knowledges 
It have obsei^-able characteristics. 


OJI II 1C I M I « • I / ^ 

on lhai same page. Also provide a specific and stantlarc 
to respond as well as a i^lace for test an.swers, 

c. Write comprehensive test directions that cxplair 
te.si purpo.se, the time allowed to complete the tc.st, 
how to record the answers. 

f Reproduce the test and use with tlic :i[-)preritici 
your charge. 

Lxample 

A W. Belfour, a related subjects instructor for pliiin 
appicnticcs, was responsible for the first year of re 
Instruction in a four-year progmm. Apprentices in the 
gram w'crc reviewed eveiy six months so Ills testing li 
provide rcsiiiw to the sponsor at Ica.si iliai often. / 
reviewed his plan for instruction, inclucling j^cifortn 
objectlvc-s ancl propo.sed course content, he dccklcd 
the best testing schedule would place a test at the ci 
each content unit. This meant about one test ever 
weeks. Tlie content unii.s were topics such as cutting f 
lural openings, chtiracierlstlcs of different types of mat( 
and so forth. Using the steps suggested in tills chapte 
decided to use simulation-situation type tests where 
sible. Also, he decided to use a series ofshort-answei 
multiple-choice type test items. As he siir\-cyccl the mat( 
on measuring, cutting ancl assembling pipe, he devel 
lc.st items like those displayed in Figure 3 Note tli; 
followed the steps listed In the unit as well as tlic rule 
writing niultiplc-clioicc ancl sliort-atiswer items. Be 
reported the results to the sponsor at tlic conciusk 
estch unit of material. Me was confident that he had asse 
Ixnh knowledge and application. 


nooKs. 


use of cast iron pipe: 

a. Steam fittings 

b. high pressure fittings 

c. soil pipes and fittings 

d. gas cock bodies 

S. The local community college is rcpiumbing one of the 
chcMTiistry labs. While most of the lab is a general purpose 
area, two desks and supply tables are used for experi- 
ments that reciuire distilled water from a supply source. 
What kinds of piping would be suitable for plumbingthis 
area given what you know about the characteristics of dif- 
ferent types of pipe? 

Answer 


R. L. libel, lisseni/a/s of I'.ducational Measm 
I’dUion. r.nglcwotKl Cliffs, NJ; PrctMice Hall 
N. 1-: Gronland. ConslructhigAcbk'iiowni Te.<l 
Cliffs. NJ: PremiceHall. Inc., 1968 
W. J. Popham (lid.) Criterion Referenced A 
linglcwood Cliffs, NJ: P.ducational Techno 
tions, 1971. 


6. Given two 90* ells, how long must you cut a piece of 1 " 
pipe to give you a c.c. measurement of 22 inches with 
both ells attached? 

Answer; 


Answers; 

4. b 

5. glass, tin 

6. Cut the pipe 20" long, thread and screen on both 

ells. A c.c. will be 22 inches. 


:niploycd in each sitiiaiion. 

\. A relaecd subjects instructor in glazing decided lo assess apjjrentice understanding of types of sealants. He 
described ten dilTercnt situations in which a sealam \\-,is to be used and tiskcci each apprentice to identify the most 
appropriate sealant, given the circumstances. 'Ihis w'as an example of a what tyi^e of test? 

/Vnswer: 

3. Each machinist apprentice was required to answer correctly 80% of twenty equations that reejuired solving for an 
unknown. Tliis was an e.Kample of what t>pe of test? Answer: 

A meat cutting apprentice was required to Identify by name six imjorcuts of beef from a forequarter. Tliis was an 
example of what iy{)e oftc.st? 

Answer: 

^ead eacli of tlic following two test items and note the problems with the item in the blanks provided after each item. 
In our course on printing composition prtxrcssc.s. four types of indentation were taught. Tliey were: straigln 
matter, poetry, and 

Problems Noted: 


i. WlUch of the following items is not a safety rule for using a hammer properly: 

1. Don’t .strike w'ood or plastic liandled chisels. 

2. Don't pound with cheek of hammer. 

3. Don’t pound sliarp objects with mallets. 

•1. Alwiys tap object ligliily before hard strike to set eye on target. 

Problems Noted: 



Attitudes And Values 


Introduction And Objectives 

lave you ever known a worker who got fired because 
or her behavior— not his or her craft skills— did not 
ch tile behavior expected by the foreman, supervisor or 
icr? Somehow the worker did not learn, or did not 
ow, expected behavior patterns for employees. An 
renticeship program with a comphehensive related 
ruction component might have helped that fired worker, 
tied instruction not only provide.s apprentices with 
inical Information associated with |oli sklll.s, but also Is 
opportunity to teach and reinforce appropriate work 
udes and values. Such attitudes and \'5tlues are Important 
ause they directly affect employee success and .satis- 
ion on the job. Perhaps more important, work aitliudcs 
! values also affect wo Increasingly important concerns 
today’s workplace: productivity and (iroduct qiuility. 
iracterlstics like pride In work, adherence to rules, 
owing directions, punctuality and other work altitudes 
I traits are hallmarks of successful employee.s. Tliey 
ucnce work that results in reliable products and In- 
ised efficiency. 

Ills cliapter is about asse.ssing work-related attitudes and 
udes directions for constructing and using instruments 
ivaluate apprentice work attitudes and values. After you 
e completed work in this unit, you will clcmonsinite 
ir competence in assessing attitudes by being able to: 

. Identify and list the work-related attitudes required 
by an apprentice in order to function with approval In 
the workplace. 

. Design and construct an Instrument for assessing and 
recording work attitudes. 


criilcal to the job, then workers must conform to ce 
rules for interaction. If interaction with ihepui^lic is iiT 
lant, then certain rules for dress, manner and disec 
must be followed on the }ob. In each instance, these i 
could be addressed in related In.struciion as a .specific cc 
content. In fact, you should include the idea.s in your 
formance objectives, design your evaluation instruir 
around ihc aiiiiudes, and Include the information as pi 
the data you provide to the progmm sponsor. 

As.sessing work-related altitudes and v'alucs is difft 
from the qpical testing in related subjects Insiructior 
cause usually there is no single correct answer for 
quc.sclon or Item. Instead, the real issues are to deten 
(a) what altitudes are important and (b) where or ho 
set the outpoint that divides good and poor attitudes or 
particular topic. 

Several lype.s of a.sscssmcnt instruments are use 
(juamify and describe attitudes, 't hese Include tests, n 
scales and anecdotal records. Tlic latter two types of as 
meiU are recommended for related subjects Insiructl 
settings. A typical test i.s not recommended because i 
.self-reporting document, and an apprentice could tell 
anything lie or she wjtniecl to tell you. 

'Ilierc are several cautions to rememher In conslrin 
atiliude in.sirumcnts. First, you must have several exan 
of l^chavior. Assc.ssment of work-related altitudes id 
should occur either continually or pcriodk'ally ihroug 
the period of related training. You must observe appre 
behavior in a number of situations and settings since 
tude assessment implies that present behavior is a j 
Indicator of future beliavior on the job. Second, hov 
and whenever assessment of apprentice attitudes i 

niarp alu/aus: rpmpmhpr that vnn mticr trpnt thp rpQiilTi? 


p /; Make a Ust of Attitifdes and Values 

Consider trades and crafts for wliich the members of 
Lir related insirutiion class are training. Ust each work 
aiecl attitude, characteri.siic or trait iltai is important to 
:h of tho.se jobs on a sheet of paper. On the srtmc sheet, 
side each listed trait, note briedy why the attitude or trait 
iinponant— specifically liow does it influence perform- 
ce? In ir^’ing to identify attitudes and traits It Is asually 
Ipfu) to consider factors such as social and organizational 
luexts of work, procedure and product performance 
X’ifications, and employee discreiicin. Also consider the 
.ponsibility, authority and decisions each apprentice 
ist make. 

p 2: Ust Behaviors lndicalin}> Good Attitudes 

^ftcr listing each attittide or trait, consider the set of 
rformanecs by a worker that demon.strate that tlie worker 
s a positive orientation toward each attitude. In addition, 
aglne a set of performances in wliicli the worker denion- 
ue.s a negative orientation lo^ttrcl the attitude in question, 
ite the cl ements of the positive orientation on the appro 
ate line next to ilie characteristic. 

p 3: Rank Attitudes 

Rank the work aiiiiudes, cltaracteristics and traits accord- 
> to tlieir imponance in tlie trades for which the appren- 
es in your cla.ss are training. Enter the rank beside each 
m. 

p 4: Incorjiorate Attitude Objectives in Your instme- 
mil Plan 

Dev'elop sevcml performance ob|cctives that express the 
pectation that apprentices will master and display the 

•iQt ImnnrTimr wnrk niritiidr.t; or f TnrIiiHp 


assign dial performance a numeric value on a scale. V 
using niiing scales make obser\'aiion.s at regular, prescr 
inteiAtils. Score tlie scale by averaging the rating on sit 
Items or categories t)f items, llic general rules to folic 
constructing and using a rating scale are the following 

1. Include on the scale each item or clement to l^c i 
as a separate rule, together witli the rating .scale 
the directions for use. 

2. Rjite each item or attribute one clement at n time 
mark the judgement in the correct spot. 

3. Rate each item according to an initial judgemeni 
do not change the I'ating at a later time. 

4. Rate each item in accord with prcspecifled peif 
ance criteria. Avoid cxircnie ratings and avoic 
Influence of past performance and extraneous i 
ences. 

5. Use consensus or multiple ratings when posslbli 

Figure A illustrates ti typical work attitude rating scale 
sample scale is designed for use with Individual ap| 
lice.s. U has a uniform date of observation, Include.^ a s 
of items covering many work attitudes, and is score 
circling a number that represents the value of the p( 
mance observed. 


Anecdotal ivcords 

Anecdotal records arc a .second type of Instrunicr 
assessing work-related atiiiucles. Anecdotal records rei 
ob-servation, but are not as formal a.s rating scales. In.s 
use tliem to note behavior a.s you work each day witi 
apprentices in your cliarge. Tliey arc most luseful 1 
Instructor looks for critical incidents or behavior that ct 
as.s(x'iated with attitudes. 'Hie beluiviors or altitudes si' 
be speclHed in the expectations or course obleciivc} 

\»/Mi r^r/’ivir/a javnhiin tn e\t incrriir-rUin 


;e of Observation: 

? abo\'c named apprentice demonstrated the level of performance indicated below on the listed work attitude attribi 
ing this related subjects term: 


Areas of Concern 

b>w 

.cvel of Performance 

H 

Demonstrates punctuality by being on time and mrely absent 

1 

T 

3 

4 

Shows considerable interest in working in the trade 

I 

2 

3 

‘1 

Approaches work in a resourceful manner 

1 

2 

3 

4 

Completes an appropriate amount of work 

1 

2 

3 

4 

Finishes products tliat meet or exceed itKlustiy-accepted standards 

1 

2 

3 

4 

Uses tact in expressing self and interacting witli others 

1 

2 

3 

'1 

Follows directions, Instructions and prescribed procedures 

1 

2 

3 

4 

Accepts and uses suggestions of and Instruction from the sujjervisor 

1 

2 

3 

4 

Does not Interfere with work being done by others 

1 

2 

3 

4 

Works coopeniiively with otliers 

1 

2 

3 

4 

Exercises care in handling and use of tools, ecjulpincm, and materials 

1 

2 

5 

4 

Follows industry-accepted safety rules 

1 

2 

3 

4 

Seems to enjoy work and working 

1 

2 

3 

4 

Demonstrates pride in working performed 

1 

2 

3 

4 

Exhibits appropriate inclusiry rclated grooming, dress and hygiene practices 

1 

2 

3 

4 

Works steadily with few breaks 

1 

2 

3 

4 

Does what he/she say they will do 

1 

2 

3 

4 

Seeks to Improve job performance 

1 

2 

3 


Has a positive, balanced outlook about life In general 

1 

2 

3 

4 

Can be counted on to fulfill work responsibilities 

1 

2 

3 

4 



7ne Period Term 

le alcove named appreniice is considered to exhibit appropriate tradesworkcr rcspcmscs to the workauiliicles listed b( 
ilcss otherwise noted 

Dtite of Problem hem Comments 



1. Dependability 

a. At asslgficd work station or in class 
within 3 minutes of expected time 

b. Responds truthfully 

c. Stays on the job without excessive breaks 

d. Completes tasks in rcr|uircd time 

c. Does what he/she say they will do 

f Follows directions. Instructions and 
prescribed procedures 

«• 


II. Acceptance of Supervision 

] a. Accept.s and uses supetvisors’ sui^jestlotis 

] b. Pays attention to directions and 
demonstrations 

] c. Discusses instructions but does not argue 


MI. Personal Standards 

] a Maintains appropriate and acceptable 
personal grooming practices 
] h. Maintains appropriate and acceptable 
personal hygiene standards 




D. j reals co workers corcJiaiJy 

c. l lelps oihers when requested to do so by 
supervisor 

cl. Interacts appropriately with co-workers 




V. Performance Quality 

a. Mxerclses appropriate safety precautions 
at work and letirnlng station.s 

b. Performs consistent with demonsuated 
levels of ability and skill 

c. vShows interest and enthusiasm for job 
and trade 

cl. Demonstrates initiative, resourcefuine.ss and 
aggrc'S-sivcncss 

e. Works steadily and at an 
appropriate speed 

f. Checks work for accuracy aitd qualiry 

g. Produces an acceptable amount of work 

h. Organizes work, materials and ttx)ls prior 
to undertaking task 

t. Does not abuse or misuse tools, 
equipment and materials 

j. Recovers quickly from setback or 



men, would be rcc|iiircd to work liarmonioiislywith oihcr 
workers as well as to interact with the public. Interacting 
w'ith the public w-.xs viewed as panicularly critical because 
of increasing costs t)i auto repair and newsiwper reports 
about some mechanics -not associaieri with the Council — 
who had done shoddy w'ork. 17-ieretbrc, work-related atti- 
tudes sucli as honest)’ were perceived to be of utmost 
importance. I>aily. therefore, iticorporaicd aiiiiudc insiriK'- 
tion and assessment into his related SLihjects course. As he 
analy<iecl the jobs for whicli the apprentices in his charge 
were training, he decided that tfirec categories of work- 
related attitudes were important: (a) customer relations 
attributes; (lil honesty; and (c) pride in work. As he visuali- 
zed tile performances of workers that wouki demonstrate 
positive and negative beliaviors of iliesc attributes, he gen- 
erated the following list ofcritit'al performances: 

1 . L'ses tact expressing self and working with others; 

2. I'bctiibils indusity accepted personal grooming, dress 
and hj'glene practices; 

3. Docs wluit lie/she sa>'s they will do; 

4. Works .steadily with few breaks; 

5. Completes work that meets or exceeds siandnrd.s of 
quality; 

6. Demonstrates [jride in w'ork performed; and 

7. Appears to enjoy work and working. 

Daily decided that he would develop a rating scale to 
note the behavior of each apprentice on each item. Ftinhcr, 
he decided that lie w'ould rate apprentices monthly on 
each of these characteristics. He would then dev-clop a 
summary rating at the end of the related .studies period. He 
decided to use a four-point rating scale toassignnralue to 
apprentice behavior about each item. Figure 6 shows the 
rating scale for one of Daily’s students. 


1. List as many of tlie work-related attitude 
for the jobs for which apprentices in yoi 
training. 


2. list the advantages to your using a rat 
opposed to using an anecdotal record. 


3- Design nn anecdotal record for use witli 
tices in your cliarge. Wliat elements are 
tlie record? 


Additional Information 



3 = Good 

1 = Poor 


ucics 

October 

November 

December 


Uses tact in expressing self and wc^rking 
viih (fillers 

1 2 (3) 4 

1 2 @ 

1 2 @ 4 

3.^? 

Rxhibits indiistiy accepted personal 
grooming, dress and liygiene practices 

I (D 3 i 

1 @ 3 4 

1 2 @ 4 

2.3 

Does what he/slie says they will do 

1 2 @ /| 

1 2 3 © 

12 3® 

?■? 

Works steadily with few breaks 

1 2 (3) 4 

1 2 @ 4 

1 2 © 4 

3 

Completes work that meets or exceeds 
standards of quality 

1 2 (D 

1 2 3 © 

1 2 @ 4 


Demonstrates pride In work performed 

12 3© 

1 2 3 © 

12 3® 

^.o 

Appears to enjoy work and working 

12 3© 

12 3® 

1 2 3 © 

tf.o 


eniice Nome: 









Introduction And Objectives 

Hv'aluation coasuincs a siibstaniial amount of teacher and 
struciional lime. To ensure that ilic investment of time 
id efTort pay.s an adequate return, you nui.si consider the 
es of test re.siilt.s as you construct the instrument. 

Test or evaluation results should be used for three major 
iiposes: (a) feedback to apprentices; (b) feedback to the 
structor; and (c) cenification and permanent record of 
suits. Each use requires that you as a related instructor 
nploy didcrcni skills. This cliapter Is about providing feed 
ick to apprentices by discussing individual evaluation 
suits with trainees. Wien you have completed your work 
this section t)f materials you will demonstrate your com- 
iteiice in this skill by being al^le to: 

1. list and discuss in writing the major functions of using 
Individual cv'aluation results with apprentice learners. 

2. Outline a rechniciue for providing feedback sysiemati 
cally to aj^prentices in your clas.s. 

As you work through the following materials you .should 
Ink about how tc.st results currently are conveyed to 
iprcnticcs In tlte program. Does the following information 
gge.si u.ses of results that you do not practice routinely In 
mr class? 


What And Why Should You Discuss 
Test Results 

A major purpose of evjiluatlng learning i.s to prov'lde 
edback to apprentices about tlieir success in learning 
ibject matter and skills. In that capacity, testing provides 
formation that stimulates and clarifies the learning task, 
Pk'es as a study aid, provides a rcNN-arcl and produces appro- 


of learning and encourages the use of short-term gc 
Take, for example, a segment of a relatcti subjects coins 
gniphlc arts where the principles of color were being 
cussed. Tlie cli.scussion of e\’aluation results using presp 
fled objeaives establislicd the outcome exj^cctations 
each past and future section of materials for the apprent 
Objectives included outcomes sucli as naming prin 
colors, describing tlie interaction of various Ink colors 
gntdes of paper and matching appropriate color of pt 
and ink for various types of printing job.s. Tlic object 
and the evaluation exercises based on these objectives i 
cjited precisely what performnnccs and levels of pixificic 
were expected of the apprentice after instniction, Tliij 
turn, suggested the specific content iliai v.'jis to be maste 
It also provided a .specific, short-term time period and j 
in which to learn the material. I'uiihcr, when the for 
was followed consistently, apprentices learned to fc 
clfons on Ideas presented in objectives and verified tlirn 
the discussion of evaluation. 

Sewico as a Study Aid 

Discussing test results scivcs as a .study aid for the Ic 
lngia.sk by dcmonstniting the rehtiionship between rei; 
studies and job task performances, llic oppertunir 
practice knowledge application in real or simulated si 
lions Is available to the apprentice attempting to mt 
related materials. Further, sucli practice, even ifperfori 
in written or simulation situations, ofTers an opi^ortunii 
tKinsfer skills and knowledges from one situation to anoi 
Tills reinforces retention of content. 




ipi'opriatc work altitudes. Use of test results as |xin of the 
structional pr(x.‘css Itelps to instill the notion of the appro- 
iaiene.ss of work (process and product) assessment on 
e job by superv'i.sors and forctnen. Accepting iind lusing 
e results of work evaluation on the job is an important 
irned behav-ior. It is important not only to work, but also 
job retention and acirancenieni. It reinforces the Ideas of 
lallty control, merit adv'ances, taking directions and the 
I’itimacy of external ev'aluation. 


Wlien And How To Discuss 
Test Results 

Any of these functions of discussing evaluation results 
quires a structure and forum for presenting and using (he 
formation, 'resting result,s can be discussed e(Tc*ciive!y 
til an entire related studies class, If It Is done so no 
divldiials arc Identined and if ilie class Is working at the 
me general rate of progress on the same topic. A more 
eferrahle procedure Is Indls^diuil conference.s conducted 
regular Interv'al.s througliout the related subjects Instruc- 
mal period. 

Individual conferences provide you with ojiponuniiies 
gel to know each apprentice on a more personal lw.sl.s. 
icy al.so offer you an opportunity to enter the results of 
test on the permanent record and obtain the appren- 
e ’s signature on the record in recognition of the grade, 
xc or mark. 

Individual conferences should be held on a regular Iwsis, 
rliaps a.s often a.s ever)' month. The di.scuss/on lime can 
used to clarify performance expectations, to assist the 
prentice in structuring time, to discuss problems and 
ncerns, and to bring closure to v-arious segments of 
ated instruction. 

Wlien holding the conferences, c.siablish a general agenda 
tonics and time to follow with each aoDrenllce. The 


Step 2: Develop a Schedule 

Schctiulc a lime for all conferences and po.st it in a pi 
place at lea.st one week before initiation of the first co 
cnce. The schedule should note the name, date, 
and time for the conference with each apprentice. Also 
schedule should list ilic general topics of concern an 
diaite any prior preparation of materials that appren 
arc expected to hring with them to the conference scs: 

Step 3: Pfepaiv For Fxich Confewucc 

Review information such a.s grades, progre.s.s, attench 
and results of past conferences on cadi individual ap{: 
(ice before the time for (be conference. Make notes ii 
margin of inclivkiiiars agenda about jinniciilar point 
concerns you ixunt to rai.se during tlic conference. 

Step 4: Conduct the Conferences 

In conducting the conference, use the time efflch 
and effectively. Start on time, move crisply from top 
topic, and address any subiect of concern to either yo 
the apprentice. Effective conferences can be as shon ti 
minutes or as long a.s 30 minutes. 

I'ijUiblish a conference atmosphere that is comfon 
yet work-like. You should assume the role of a forema 
su|K:r\'isor and the apprentice that of a worker in ' 
charge. In those roles, you will scree both as acK’oeaU 
and cvTtluator of apprentice work. You want ilie apprci 
10 succeed and to perform well both because It rcjire.'^ 
growth for ilie apprentice and be cause it reflects wel 
you. Your discussion must be fnink and open, will 
reprisals and without carr)'ing over into the classroom, 
should offer evidence and examples to suppoit ilie pc 
orconclusiofi.s you make during the conversation. l:C[t 
Important, you must li.stcn to ilic concerns and pc 
offered by ilie apprentice. Remember that the tone yoi 


O' '•••r.* - 

.■hich Janies iraineci apprendccs in more ilitin a do/cn 
iflerent apprenticeable occ upations including electrician, 
.elder, shicjfiiter, pipefitter and shectmetai worker. James’ 
eonietiy and algebra related sublects classes usuiilly in- 
ludec! apprentices from four or five different tx.‘Ciipatlons- 
uiiher, his classes veere usually large and the apprentices 
ossc.ssed a wide variei>' of backgrounds and skills. 

One rc.suli of the diversir^' was James had noticed that 
ver^’ time he taught the class some apprentices usually had 
oulile completing the mathematics reciuiremenis success- 
illy. Additionally, they often .seemed friistntted with their 
radcs Further, grades licld dilTcreni \alues for different 
aitiecs. 

James decided to use cite cechniciue of individual confer 
nces to discuss gnicics :tnd to set content goals for each 
[^prentice during the mathematics classes he taught. He 
ecided that even tluiugh ettch of his cla.s,sc.s ’cc'.is only .six 
•ecks in length, he could schedule leti minute conferences 
verj' two weeks witli each apprentice for both the algebm 
id geometry’ sections. He followed the .steps outlined in 
1 C unit on ciiscii.s,sing test results and Ix’gan the first .set of 
Mtfcrcnces after the first le.st. The first agenda he construct 
:1 i.s presented in Figure 7 Note tltat James wrote out the 
’eotla and filled in the form a.s the di.scu.s.sion with appren- 
LC How.ard Tilley (Kcurred. He addrc.sscd content and 
^sults of the test recently taken; general progre.ss in the 
rogram, upcoming topics and contents; and gtxtls for the 
ncoming content and sessions. WTien the conference w’as 
•)mj')lcted, James placed the agenda for eacli apprentice in 
le work folder for that apprentice. 

James finmd ifiat after the first two conferences, he could 
‘A tlie conferences at three week itnerN-nls. After .se\'cral 
;ssion.s of conferences James found that hotli apprentice 
.St score.s and rcfxtrt.s of suUsfiaion with training had 
iproxed. 


ruled or on .seproY/te workpaper C.heek your answe 
iv/en ing lo ibe appendix in the hack o f the booklet 

I. list in one sentence, shon answei form the four i 
benefits ofdiscus.sing tc.st results with appientici 


2. .Stephen Carlton w-.i.s related in.sifuciof in a si 
metal apprenticeship program. I Ic felt iliat he \va; 
getting the maximum effixt from his approi 
chargc-s so he decided to initiate individual co 
enccs to di.scuss test results sincl set academic go: 
a motivator. He followed the first several steps 
lined ill the materials regarding conferences inclu 
cr>n.sifuctiiig an agenda, setting up a .sdtcdule, re\ 
ing past performance and so forth. However, he 
unclear exactly how to behave in intemciing wit 
individual a|)prenticc during a conference. Wliat n 
things w'oiilcl you advise Carlton to do in condiu 
the discussion in the conference? I.i.si five items. 


3. Consider your trade and related subjects obligat 
and con.stnict a model agenda for an Inciivi 
conference with your a[:)prciuic'cs. Check your m 



^coming Topics and Conicnis 


A. Contcni or Topics: 
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And Knowledges upon completion ur 
Program Or Course 


Introduction And Objectives 

Once you have performed your cv:iluaiions, you must 
?port ilie findings about individual performance regaaling 
squired knowledges and skills to ihe program sponsor. It 
; critical that you describe precisely whaf knowledges and 
cills each apprentice possesses and explain how «-c*//the 
ivel of knowledges and skills acquired compares to trade 
andnrds. Funher. you must report tliat information system 
ically for each apprentice, Tliis means that you must create 
id use a consistent record-keeping system for certifying 
id reporting skills and knowledges for all apprcntices. 
his chapter is devoted to providing you with ideas and 
irmats for maintaining standardized individual and group 
lowledge and skill record keeping operations. WIten you 
1 VC completed your work in this section of materials, you 
111 demonstrate your competence in this skill by being 

lie CO: 

1. List the critical elements in a systematic certification 
record. 

2. Critique and develop sample Instruments useful to 
cenify apprentice knowledges and skills. 

As you work through tills unit of materials, examine the 
striiments and devices you use currently to certify and 
port related subjects knowledges and skills. Do they In- 
cate the necessary information? 

When And Wliat Is Record Keeping About 

You arc obligated to keep records for both legal reasons 


attendance and time in instruction by content. 'Ihcsc rec 
dtxrumeni apprentice progress and, In most training 
gniens, are used by the prognmi sponsor to make decls 
about ads'anclng the apjirentlce in grades of pay and res 
sibllliy. Your records nui-st be accurate, current and in 
ficicnt detail for making recommendations and deci.*- 
about each Individual apprentice. 

A second important legal aspect of grading and re 
keeping is that the performance standards for eacli apf 
ticc in a trade or craft mast be reasonably similar. Perf 
ance outcomes and types of reporting In related sub 
Instruction cannot vary appreciably from apprentic 
apprentice. Not only tire you required to certify to 
program spon.sor ihtii the apprentice lias mastered ce 
nece.ssary skills and knowicdge.s, but also you arc expe 
to provide your judgment on expected siicceess In 
trade for each apprentice. Make certain that you a* 
upprcmiccs using equal means and repoa findings in i 
larwtys. 'Ilic equal opportunity Is particularly critical g 
that some apprentices simply do not master the necej 
knowledge and skills to become certified journeymen 
some apprentices do not complete their training. 

A final Important legal aspect of related subjects ins 
tion records involves reimbursement. Because fund 
support the related instruction activity may come from 
or more of a variety of sources (l.e., union training fu 
employer training budget, state education agency) you i 
be able to certify the contact hours of instruction and 
hours of facility' use for each apprentice. 

Records also arc important for keeping track of apprei 
learninc activities. A visible nroeress record for all aoi: 


^lecirit'al lesLstancc. Your composite record of apprentice 
)gre.s.s would suggest and justify your decision to alter 
truction on the tuo topics. 

.Vliatever record keeping and reporting system you use, 
s critical that the records be accurate and up-to-date, 
ke your entries as often and as long as necessary' in order 
insure that at any time up to four years later, a spoasor 
•h as a IJATC making a final appraisal of an apprentice’s 
lls and knowledges could detcnnlnc precisely what the 
ord wa.s reponing. 

How To Set Up A Record Keeping 
And Reporting System 

lie procedures recommended In ssetiitig up a record 
;ping and reponing system arc tied to the ty|-)C of record 
ng developed. It is recommended that you keep one 
jrali record of composite progress and two types of indi- 
iial records, one for knowledge.s/skllls/aitltudcs and one 


Talk with the program sponsor— LJATC, employer 
.school— to determine if the specific type of record keep 
and reporting system is prescribed. In addition, con: 
industry standards to determine if suggestions about v 
of record systems are offered. If so, use these ideas 
conjunction with the ideas olTcred below. 

Step 2: Deivlop Ami Use cm Ovemll Perfowicmce Rea. 

Consider the alternative ways for maintaining an o\'e 
progress record of apprentices. Choose one possibility a 
develop and use ilie instrument. ’IXvo types of progr 
records are suggested. One is a t>'pc of bar graph as c 
played in Plgurc 8. Tliis type of record is n graphic used 
public display of the gciteral progrc.ss of eacli apprenti 
Apprentices’ names arc listed In the left hand coliif 
Content areas or performance objecti\'es are listed in 
numbered arctu; across the top of the figure, /\s each appr 
lice performs to the level of success for each criteria witi 
each ohjeciivc. a check or line Is extended from the appr 


Figure 8: Progress Record of Apprentices 



Performance Objective/Content Area 


»renilce Name 

#1 »2 #3 #4 

#3 


Criterion Criterion Criterion Criterion 

Criicdoi 


b a 


a b 


a 





e.s’ n:ime ihrough liicir cutreni end poim. Tlic progress 
an should be on public display and should be up dated 
:h week. It will permit you as the instructor (as well ns 
L*h apprentice) to monitor individual progress. 

A second t>pc of progress schedule is more lor your 
dsion making and is not necessarily intettded for display, 
is ope of record is illustrated in Figure 9 As you will 
te, the record s 7 .stemati 2 es collection and storage of sum- 
tr^' data from apprentices over a period of time on each 
the j^erformattcc objectives or content areas In related 
bjects instruction. 'Ihe record requires that you note in- 
mation such as the time required by most apprentices to 
irn the materials, the average score on each criterion for 
jups of apprentices and tlie average number of items 
stvered correctly. Such information is useful to you as 
u make future instructional decisions about materials, 
ntent and criteria. 

?p Fife Records 

Set aside a space such as a single Ole drawer or a box as a 
2 for appreniices’.s records. Provide a folder or envelone 


gram for tire American Public Works Association m 
.specify at least 1*14 hour.s of related instruction per y 
Assume that within that 144 hours during the final ycai 
hours nutst he spent on studying communication skill? 
hours on law and labor relations and st) fonh, You ; 
related subjects instructoi’ must keep track of each app 
ticcs’ time in class and on each topic. Figure 10 is a rot 
that faciliiaces keeping this kind of data. Note that the ret 
should be maintained for eacli apprentice and that 
record includes data on outetanes, attendance and to 
for each month or rwo of the related subjects c.xpcrienc 
is often useful to maintain n second copy of the recoi 
the apprentice’s individual file. 

Sup 5; l*rcpatv and maintain individual pmgtvss i'cee 

'Iliks record should be updated with each a.ssessn 
activity, should be initialed by the apprentice and 
Instructor (In an individual conference), and shottld 
kept a.s part of the individuals's record. This record sh( 
be copied and provided to the program sponsor as 


I^crit)cl t)f Aucndance 


rfonmce 

jjcciivc/Contenr 



Example 

example of the need for and operation of a record 
jping system might be found in tlie training program of 
l(x:al electrical apprentice training program. Assume that 


performance records were a ncce.s.sity. Time was kcpi 
overall attendance and for time-on conient because in 
nniional curriculum a given number of houis were 
scribed for subjects such as aspects of algebra, trigonotn 

h1ii/»rirJnr 'iiicl In iIk» 



















Performace 

Ol')jcctive/Contcnt 

Time of 
Assessment 

Date When 
Criterion- 
l.cvel Meet 

■"1 

Criteric)n 1 
l.evei for Siiccs.s 
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Level for Suces.s 
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1 
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Figure 1 1 


Self-Test Exercises 

Please amwcr the following questions in the .yxice pro- 
uideci or an separate work paper. Check your anstvers by 
refen ing to the appendix at the back of tlje booklet. 

1. List iwo reasons for maintaining certlflcaiion records 
in related instruction. 

2. Dc.sign an apprentice performance record for your 
class. 















Answers To Self-Test F.xercises 

\KILL-. Assess Trainee Knowledge And Skills 

la. Simulation-situation 

lb. Simulation-situation 

c. Knowledge-identification 

\:i. Blanks give clues to correct answer. 

!b. Use of negative construction; correct answer was 
longer; correct answer was stated as only option In 
|) 0 slilve construction. 

'KILL: Devise Means And Asess Apprentice 
Work-Related Attitudes And Values 

Among the categories of concern yott .shotild have 
considered are: 

i\. Trustwonhlness/clependability 

b. Work hablt.s/paiterns 

c. Quality performance 

d. Personal standards 

;. Advantages of use of rating scale Include: 

a. Numerical value to behavior 

b. Comparable ratings for eacli apprentice 

c. Emphasis on all important points 

d. Ratings at regular intervals 

The elements that the anecdotal record mu.st Include 
arc: 


2. Suggc.stions for conducting a conference Include 

a. Start on time and use time efficiently 

b. Make the apprentice comfortable 

c. Assume the role of a supervisor 

d. Be frank and open 

e. Offer evidence to .support the topics r'jf cii.scus 

f. Listen to and address tlic apprentlce.s’s concei 

g. Don’t let the cILscussion cany i>ver negative! 
the classroom 

h. Follow topics outlined In agendti 

i. Encoumge training goal setting on the pan ol 
apprentice 

j. Agree on goals for liie next training period 

5. SKILL: Develop Instrumentation To Certify Skills 
And Knowledges Upon Completion 
Of Program Of Course 

1. Reasons for maintaining certification records; 

a. Satisfying the legal aspects of the appremlce 
agreement: 

— Certifying that apprentices completed rcc|i 
last ruction 

Certifying tliat apprentices possess ncce? 
skills 

— Providing Information for reinihtusemen 
training .sponsors 

b. Keeping track of apprentice learning activiiit 
order to make instructional decisions 


a. Identification of individual apprentice 

b. Date of occurrence of critical incident 

c. Accurate description of Incident 


'KIU.: Discuss Individual Evaluation Results 
With Apprentice Learners 


